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RECORDS RETENTION AND DISPOSAL SCHEDULE DIV. OF ADMIN.

AGENCY

DIVISION

Item No.

Description

Retention

1.

Personnel Folders

The Personnel folders contain all or some of the
original records of employment:

Health Enrollment Form

Employment Applications

Application Amendments

Retirement Records

Report of Separation

Statement of Military Service

Employment Contract

Information Release Authorization

Deferred Compensation Form

Worker's Compensation Form, Letters

Employment Verifications

Job Descriptions

I-9 Forms

Performance Evaluations

CDS Handbook Form

Current Life Insurance Form/Beneficiary Information

Pension Buyback Information

Recommendations

Oral Interview Sheets

Confidential Inquiries

Appointment Checklists

Baptismal/Birth Certificates

Examination Answer Sheets

Educational Transcripts

Application Disposition Report

Minutes Resolutions & Transcripts of Council
Persconnel Board

Disciplinary Actions

Affirmative Action Forms

Contains personal information e.g., ETHNIC
ORIGIN, DATE OF BIRTH, SEX AND SSN.

Retain 15 years after
termination, then
destroy.

Retain 1 year, then
destroy.
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The County Code specifies that a classification
survey must be prepared every four (4) years.
This survey has considerable reference value
until replaced by a new survey.

Inc.

Yarger & Associates, Survey

The original salary & classification survey
prepared for the change from County Commissioner
to the current charter form of government. The
survey has considerable reference value.

Jacobs Associates,

Inc. Survey

The original salary & classification survey

the Police & Fire Departments. It contains a
report with recommendations on the salary survey
and a review of the comprehensive plan and has
considerable reference value.

Application Amendments.

Position Announcement Files/Applications/
Eligibility and Certification Lists

Contains all expired eligibility lists,
certification lists and applications for a
particular position.

General Correspondence/Accounts File

Expense Statements, Paid Bills, Vouchers,
Invoices (Receipts), Check Requests, Budget
Records, Time Sheets, Finance Records.

General correspondence from county agencies
i.e., memoranda,

and departments, letters.
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Item No. Description Retention

- 3. Appeals/Step Hearings
Step III files contain the decisions from a Retain until appeal
Hearing process that is held by the Personnel process exhausts (5 years
Officer. Step IV files contain decisions from Microfilm aftgr 5 years;
a Hearing process that is held by the Personnel retain microfilm for 10
Board. years, then destroy.

4. Classification Surveys

Retain permanently;
periodically transfer
to MD State Archives
(MSA).

Retain 4 years,
then destroy.

Retain 3 years,
then destroy.




10.

11.

12.

Contains previous and current year's negotiation
papers and contracts.

Time Sheets

Records of time and attendance.

Meeting Minutes

Minutes of various meetings - departmental,
committees and county-wide.

Policies and Procedures

Contains copies of established policies and
procedures of departments and agencies
county-wide; also, copies of AdminPros,
Executive Regulations and County Council
Bills pertaining to personnel policy.
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- 7. Exams/Interviews/Background Investigations/
Medical Standards
Exam score sheets (Police, Fire, Clerical & Retain in work area
Detention; interview score sheets; background 5 years, transfer to
investigation documents; and independent Records Center for
studies of medical standards for public safety 10 years, then destroy.
personnel. Includes proposals, briefings,
contracts, consent decrees, and medical
standards of other jurisdictions.
8. Reallocation/Job Descriptions
* Contains information pertaining to job audits, Retain in work area
job reclassifications and position reallocations 5 years, transfer
by fiscal year. to Records Center for
10 years, micro-film,
then destroy paper copy.
Retain microfilm 10 years
then destroy.
9. Union Negotiations

Retain 2 rounds of
negotiations for

2 years, then destroy.
Contracts are to be
retained 10 years; then
destroy.

Retain 2 years, then

destroy.

Retain permanently.
Periodically transfer
to MD State Archives.

Retain permanently.
Periodically transfer
to MD State Archives.
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Schedule No.

Personnel Files of employees who have deceased
while in the employment of the County. Retained
for pension and/or beneficiary purposes.
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ttem No. Description Retention
13. Unemployment Insurance
Contains documents and forms related to the Retain 2 years after
process. Lists of unemployment insurance benefits exhaust, then
decisions. destroy.
14. Deceased Employee Files

Retain 15 years, then

destroy.




--TYPE OR PRINY ARTMENT OF RAL. SERVICE - .:. (VTR |
TK ' FORM FOR l::cn NEW o:~ D:::conns m:Ac;\mEmr nnsnsum ® | FAGENCY RECORDS ¥*INVENTORY

SED RECORD SERIES. FORWARD 7278 WATERLOO ROAD

T™H RECORDS RETENTION SCHEDULE P.O. BOX 2783 PAGE / or /
ibGs ss0-1) . . JESSUP, MAHYLAND 20794
t. ARTMENT / AGENCY 2. DIVISION 3. WNIT

rsonnel Administration

DEFINITION -RECORD BERIEB‘A GROUPr OF RELATED RECORDS NORMALLY FILED AND URED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURFOAES

4. RECORD SERIES TITLE 3. EARLIEST YEAR/LATEST YEAR

Personnel Folders T

$. RECORD SERIES DESCRIPTION |lnllr|.v DESCRIBE THE TYPES OF INFONMATION/DOCUMENTS/FORMS FOUND
¢t ‘tN THE SERIES. INCLUDE THE PURFOSE OR FUNCTION OF THX SEFIES)

Original Records of Employment; Health Enrollment Forms; Employment Application;
Militlary Service DD Ferm 214; Employment Contracts; Information Release Authori-
zatiqn; Prior/Employment Correspondence; I-9 Form; Performance Evaluations; Life
Insunance Form; Oral Interview Sheet; Education Transcripts; Disciplinary Action
Formd/Correspondence & Beneficiary Statements; Deferred Compensation Form;
Pensijjon Buyback Information; CDS Handbook Form; Retirement Reocrds.

HEvCa

'+ RECORD, SERIES FORMAT(S) 8. RECORD SERIES BEQUENCE ». VOLUME
o LETTER SIZE O MICROFILM X1 ALPHABETICAL O FILE DRAWER(S )
! O MICROF ILM REEL(S)
“WB!E
o Book O FLOPPY DISK O CHRONOLOGICAL, ) " B oTHER(SPECIFY)
File Boxes
o O TAPE O APE a OCRAPH I CAL
T vibEo T cE ! 10. ANNUAL ACCUMULATION
O OTHER(SPECIFY) O OTHER(SPECIFY) O FILE DRAVER(S]}
' O MICROFILM REEL(S)
KUHEER O COMPUTER TAPE(S )
. O orHER({SPECIFY)
' FILE 18 USED A needed 12. FILE BECOMES INACTIVE AFTER
15 o -]
{ o pawy O wEEKLY & monTHLY RUREEN MONTH(S ) JYEAR(S].. ...
LA 4 h. “’Q”k

. » oo,k 1
3. CURRENT LOCATION(S) (BLDG. +« FLOOR , ROOM } 1A. I8 RECORD SERIES DUPLICAT&D"ELSE“’E'
1 (sr vea, sreciry roency on orrice)
O yes O nNo

LA S

i

3. ACCESS RESTRICTIONS Q vyes O Nno

" lir yma, cite LAw(s) & rxouLATION|SB)
{ { -

!
16. AUDIT REQUIREMENTS !

O NoNE O STATE O FEDERAL: 'O “(NDEPENDENT

'+ 18 AN .INDEX SYSTEM USED? ( .
. Lir vz mriammn 18. RECOMMENDED RETENTION = . |
BRIKFLY ARND DESCRIRBE ANY mnn-ﬁﬂzl BOFYTEARE ' s

. . e K (»”.,g .."L>':j oy
Retain 15 years after termination, then

O YES

0 NoO destroy.
t + . \,
' L I :
. DI PO ‘
. e fo.e . ' L.
: e . acist bt T
1 AND TITLE OF PREFARER | 20. TELEPHONE NUMEER " lar. oare
Donald J. Tunnell 222-1722 May 10, 1993
Clerk Typist III
DGS 380-4 (REVISED 2/87)
{ ' Fig. 7




--TYPE OR PRINT A
TE FORM FOR EACH NEW OR °

DEFARTMENT OF GCENERAL SERVICES
RECORDS MANAGEMENT DIVISBION

¢ -

FAGENCY RECORDS *INVENTURY

SED RECORD SERIES. FORWARD 7278 WATERLOO ROAD
TH RECORDS RETENTION SCHEDULE P.O0. BOX 278 PAGE [ or [
DGS 8850-14 ) . . JESSUP, MAHYLAND 20704
t, ARTMENT /| AGENCY 2. DIVISION 3. UNIT
rsonnel Administration

DEF INITION-RECORD STtRiES.-” oNOVF

REFERENCE AS RELL AS RETENTION AND DISPFrOS

OF RELATED ARECORDE NORMALLY FILED

4. RECORD SERIES TITLE

Affirmative Action Forms

AND USED AS A UNIT FOR
1TION PURPOSES

5. EARLIEST YEAR/LATEST YEAR
T

THE SERIES.,

s, mcom SERIES DEBCRIFPTION ‘-RI'FLY DEBCRIBE THE TYPrES OF lNFQMTlON,DOCMPl?l/I'OMS PFOUND
INCLUDR THE PURPOSE OR PUNCTION OF THK SEFIER]

Ethn*c Origin; Date of Birth; Sex and Social Security Number.

'+ RECORD, SERIES FORMAT(S|
O(LETIER‘BIE O MICROFILM

O LEGAL SI1ZE 0O COMFUTER TAPE

o PooK U FLOPPY DISK

O TAPE O VIDED TAFE

O OTHER| SPECIFY)

8. RECORD BERIES BEQUENCE
O ALPHABETICAL
o NUMERICAL,

O cHRONOLOGICAL,

9. VOLUME

O FILE DRAWER(S)

D MICROFILM REEL(S)

O COMPUTER TAFPE(S)
RUWBER y, OTHER(SPECIFY)

O GEOCRAPHICAL

O OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

O FILE DRAVER(S)
O MICROFILM REEL(S)
RUNERR O COMPUTER TAFE(S)

O OTHER{SPECIEY )

{

{ir y8, ciTx LAW(S) & ReautATiON(B]

FILE 1S USED 12. pILE BECOMES INACTIVE AFTER

I g 1

! DAILY 0 wvEEXLY O MONTHLY O MONTH(S) X0 YEAR(S)
RURBER

3. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 18 RECORD SERIES DUFLICATED ELSEWHERE?

] "' Yyes SPECIFY 2 QGENCY OR OFVUCB’

O YyEs B No
+ ACCESS RESTRICTIONS OYES O no 16. AUDIT REQUIREMENTS

ONONE O STATE O FEDERAL . D INDEPENDENT

s 18 AN INDEX SYSTEM USED? (g

Omalhxuo

.

A I PO

’ BRIKFLY AKD DRSCRIBE ANY HARDRARE./SOFTWAREK )

YRS .. EXPLAIN
18,

RECOMMENDED RETENT ION
Retain 1 year in Office,

then destroy.

Donald J. Tunnell
Clexrk Typist III:

. C te? PR .
. &Am TITLE OF PREPARER

........

20. TELEPHONE NUMBER

222-1722

28. DATE

May 10, 1993

DGS 580-4 {REVISED 1/87)

\

Fig. 7




. e
--TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES | g} " N ¥ .
TE FORM FOR EACH NEW OR - RECORDS MANAGEMENT DIVISION FAGENCY RECORDS "INVENTURY
SED RECORD SERIES, FORWARD 7278 WATERLOO ROAD
TH RECORDS RETENTION BCHEDULE P.O. BOX 278 PAGE / or /
DGS 880-1) . JESSUP, MARYLAND 20794
1 . _PEFARTMENT /AGENCY 2. DIVISION 3. WNIT
ersonnel Administration Appeals & Hearings

DEFINITION-RECORD SERIEs.” 9NOUP

OF RELATED RECORDS
ARFERENCE AS WELL AS RETENTION AND DISFROSITION PURFPOAES

NOMMALLY FILED AND USED AB A UNIT FOR

'RECORD SERIES TITLE |
Appeals/Step Hearings

8. EARLIEST YEAR/LATEST YEAR
TO

‘N THE SERIES.

Step IFI Files -
Officer.

Step. 1
Board.

~

Appeal

.

s. RECOHD SERIES DESCRIPTION |.RIIFLY DESCRIAX THE TYrPES OF INFORHATION/DOCUN!NTD/FORMB PFOUND

INCLUDE THE PURPFPOSBE OR FUNCTION OF THE IBP1!8)

contains decisions from a hearing process held by the Personnel
N Files -~ contains decisions from a hearing process held by the Personnel
|

process documents and correspondence.

7. RECORD SERIES FORMAT(S) 8. RECORD BERIES BEQUENCE ?. VOLUME
D LETTER SI1ZE O MICROFILM O ALPHABETICAL O FILE DRAWER(S)
o ! O MICROF ILM REEL(S) ,
LEGAL S1ZE DO COMFUTER TAPE 0 NUMERICAL O COMPUTER TAPE(S)
RUMBER o !
O BOUND BOOK D FLOPPY DISK O CHRONOLOGICAL OTHER{ EPECIFY) ',
o 10 TAPE 0O VIDEO TAFE 0 GEOGRAPHICAL
' T ce ! $0. ANNUAL ACCUMULAT ION {
0 OTHER(SPECIFY) O oTHER{SPECIFY) D FILE DRAVER(S)
' O MICROFILM REEL(S)
KRCHBER O COMPUTER TAPE(S)
O OTHER(SPECIFY
. riLE 1S UsED 2. FiLE BECOMES INACTIVE AFTER . . ., . !
! ) . !
! O palLy O wEEKLY O MONTHLY RUREER O monTH(S) ¢ 1. O YEAR(S])
13. CURRENT LOCATION(S) {BLDG.,FLOOR,ROOM) 14. 18 RECORD SERIES DUPLICATED ELSEWHERE!

(lP s, lF!ciFY AGZNCY«OH orrlcz) “
1
O vyEs Clno

{8 . ACCESS RESTRICTIONS 0 yes O no

{1 ves, ciTe taw(s) & AmouLaTiON(S)
‘ .

16. AUDIT REQUIREMENTS '

I T T "-uc

ye (n PR
. A

O NoNE O sTATE DITDERM. o nmmpauxur

i7. 18 AN  INDEX SYSTEM USED? {ir YES EPLATN
BRIRFLY AKD DRSCRIBE ANY HANDRARE/ BOFTWAREK )

. .

18. RECOMMENDED RETENTION

| - -

OYes| O no Retain GEENBEENNED RN until
appeal process has exhausted ]
‘ 1. E’CS'%594Q
Ve W)ICROFHUM AF7ZR S YRS ; REMRn AP IO L0
C /0 yfmes, THENw DesTipy.
’. AND TITLE OF PREPARER | 20. TELEPHONE NUMEER " ar. pare
nald J. Tunnell _
Clerk, Typist III 222-1722 May 10, 1993 i
DGS 380-4 {REVISED 2/87)
' Fig. 7




DEFARTMENT OF CENMNENRAL SERVICES

RECORDS MANAGEMENT DIV 18510 FAGENCY RECORDS "INVENTORY

- -

--TYPE OR PRINT A
YE FORM FOR EACH NEW OR

_.rsonnel Administration

-] ERD AS A UNIT FOR
JEF IN1T 1088 -RECORD BERIEB-A AROUPr OF ARLATED ARCONRDE NOMMALLY FILED AN v

SED RECORD SERIES. FORWARD 7278 WATERLOO ROAD
/fm RECORDS RETENT ION SCHEDULE P.0. BOX 273 PAGE / or /
,DGS 880-% ) . JESSUP, MARYLAND 20794
|« DEFARTMENT /AGENCY 2, plvision

3. NIT

REFERENCE AS WELL AS RETENTION AND DISPFROS

RECORD SERIES TITLE ’

ITION FUAFPOAER

N 5. EARLIEST YEAR/LATEST YEAR
TO

Classification Surveys

L

HECOHD SERIES DESCRIPTION ‘IRIIFLT DESCRIBE THE TYPES OPF INPOR"ATIDN/DOCUN!NTI,'ORﬂS PFOUND
' ‘N THE SERIES.
}

INCLUDE THE PURPOSE OR PUNCTION OF THK llP!ZS’
The County Code specifices that a classification survey must be prepared every
four (4) years. This survey has considerable reference value until replaced by
by a mew survey. Jacobs Associates, Inc. Survey - original salary/classificatior
survely for the Police and Fire Departments. Contains recommendations on salary
survey and revjew of the comprehensive plan.

Yarger & Associates, Inc. Survey - the original salary and classification survey
prepaﬁed for the change from County Commissioner to the current charter formof

goverhment. The survey has considerable reference value.
: f
'« RECORD, SERIES FORMAT(S) 8. RECORD SBERIES SEQUENCE ». voLuME
O LETTER S1ZE D MICROFILM 0 ALPHABETICAL O FILE DRAWER(S)
! . O MICROFILM REEL(S}
O LEGAL. SI1ZE D COMFUTER TAPE 0 NUMERICAL 0O COMPUTER TAPE(S)
“U“BBE o] 1
O pounp BOOK U FLOPPY DISK O CHRONOLOGICAL ) OTHER(SPECIFY)
o o o= oo | comarion
o VibEO T = ! 10. ANNUAL ACCUMULATION
O OTHER(|SPECIFY) O OTHER(SFECIFY) O FILE DRAWER(S)
' O MICROFILM REEL(S)
RUMGYR O COMPUTER TAPE(S)
O _oTHERISPECIFY)
'« riLE 18 useD 12. FILE BECOMES INACTIVE AFTER
! o o [s]
' DAILY 0 wveEKLY O MONTHLY MONTH( 8) YEAR(E)
RUREER
3. CURRENT LOCATION({E) (BLDG.,FLOOR,ROOM) 14. 18 RECORD SERIES DUPLICATED ELSEWHERE?
' {ir vyeu, sreEciry raency or orrice)
O vyes D NO
8. ACCESS RESTRICTIONS 0 ves O NO

1¢. AUDIT REQUIREMENTSB

ONonE O STATE D FEDERAL O |NDEPEMNDENT

{1 ves, ciTtx tAw(s] & nEauLATIONS)
‘ .

7 . JR: Ct .
¢« 18 AN .INDEX SYSTEM USED? (t1y vyamp.m3rLAIN 8. REC ED RE yone . :
BNIEFLY AND DESCRIBE ANY MAnDIAREIBOFTIARl’
. ' . Retain permanently. Periodically
ODyes: 0 No transfer to Md 'State Archlves.
{ -y
v |. 4
. AND TITLE OF PREPARER | 20. TELEPHONE NUMEER o 21. DATE
Donald J. Tunnell
Clerk Typist III- 222-1722 May 11, 1993

DGS 830-4 {REVISED 2/87)




--TYPE OR PRINT A DEFARTMENT OF CGENERAL SERVICES i : n vINV RY
TF. FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION FAGENCY RECORDS "INVENTO
SED RECORD BERIES, FORWARD 7273 WATERLOO ROAD
TH RECORDS RETENTION BCHEDULE P.O. BOX 278 PAGE / or /
DGS BIOOI' - JESSUP, MARYLAND 2079a
t. DEFARTMENT /AGENCY 2. pivisiont 3. WNIT
_‘rsonn’el Administration

DEF INIT ] ON - RECORD BERIEB‘A GROUPF OF RELATED AECONDS NOMMALLY FILED
REFERENCE AS BELL AP RETENTION AND DIsPFrOS

AND USED AS A UNIT FOR

4. RECORD SERIES TITLE ’

Eligibility and o
Position Announcement/Applications/Certification Listd

ITION PURFOAES

B. EARLIEST YEAR/LATESET YEAR

) ‘N THE SERIES.
Contaj
partigular position.

s, RECORD SERIES DEECRIPTION ‘IRII'LY DESCRIBE THE TYrEs or INFORMATlON/DOCUﬂ!NT’/PﬂRﬂS FOUND

INCLUDE TNHE PURPOBE OR PFUNCTION OF THK IBP!ZB’

ins expired eligibility and certification lists and applications for a

7. RECORD, SERIES FORMAT(S|

o LETTER‘BIZE O MicROFiILM

O LEGAL S1ZE U COMFUTER TAPE
O BouND PoOK U FLOPPY DISK

a ‘I’u:vmr: O VIDEO TAFPE
O OTHER(SPECIFY)

8. RECORD BERIEB BEQUENCE ..
O ALPHABETICAL,
O NUMERICAL
O CHRONOLOGICAL,
O GEOCRAPHICAL

O OTHER(SPECIFY)

VOLUME

O FILE DRAYER(S)
O MICROFILM REEL(S)
0O COMPUTER TAPE(S)

RUWeER q OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

O FILE DRAWER(S)
O MICROFILM REEL(S)

RUIGFR O COMPUTER TAPE(S)

O oTHERISPECIFY )
M riLe 18 useD 12. riLE BECOMES INACTIVE AFTER
} a [»]
: DAILY U wEEKLY O MONTHLY O MONTH(S) YEAR(S]
RURBEN

'3+ CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)
]

14. I8 HECORD SERIES DUPL ICATED ELSEYHERE?

lir vyes, sreciry raency on orrice)
QO vyes tlno

$. ACCESS RESTRICTIONS O ves 0 no

{ir ves, ciTe LAw{s) & RxauLATION|S)
‘ .

1. AUDIT REQUIREMENTS

O NoNE O STATE O rEDERAL O |NDEPENDENT

7., 18 AN . INDEX SYSTEM USED? (i1r vyEsS.2):PLAIN

O vyES' O NO

|

ERIRFLY AND DRSCRIBE ANY HANDRWARE/SOFTWARK )

18. RECOMMENDED RETENT ION

Retain in Personnel Office 2 years,
store in Records Center for 4 years
after position closes; then destroy.

.. AND TITLE OF PREPARER | 20. TELEPHONE NUMEER " 21, parE
Donald J. Tunnell
Clerk Typist III 222-1722 May 11, 1993

DGS 330-4 (REVISED 2/87)

Fig. 7




~-TYPE OR PRINT A DEFARTMENT OF CENERAL SERVICES

F . st Y ’- 4
T, FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION FAGENCY RECORDS "INVENTORY
EED HECORD SERIES. FORWARD 7278 WATERLOO ROAD
TH RECORDS RETENTION SCHEDULE P.O. BOX 275 PAGE / or /
DGS 3801} . JESSUP, MARYLAND 20704
|+ DEFARTMENT/AGENCY 2. pDivision 3. UNIT
__‘sonnel Administration

JEFINITION-RECORD SERIES-? ONOUP OF RELATED REKCORDE NMORMALLY FILED
AKFERENCE AS WELL AS RETENTION AND DISPFrOS

3 »

!. RECORD BERIES TITLE ’

AND USED AS A UNIT FOR
ITION PURFOAESR

8. EARLIEST YEAR/LATEST YEAR
General Correspondence / Accounts File TO

5, mco@ SERIES DESCRIPTION ‘IRIIFLV DESCRIBE THE TYPrES OF INFOMYION/DOCMNTBIPOMG FouUND

) ‘IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THNK BEMIES |

Gener%l correspondence from county agencies and departments requesting Personnel
replyd Such items are: memoranda, letters, etc.

Expensb statements, paid bills, vouchers, invoices,

receipts, check requests, and
budgety records .~

o lu:com.l SERIES FORMAT(S| €. RECORD SERIEB BEQUENCE ?. VOLUME

O ALPHAEETICAL D FILE DRAWER(S|)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)

o I.E'I'TER'BIZE O MICROFILM

O LEGAL SizE 0O COMFUTER TAPE O NUMERICAL

ﬂwnzﬁ
O pouD BOOK O FLOPPY DISK O CHRONOLOGICAL ~ O OTHER(EPECIFY)
a a o
.° TAPE VIDEO TAPE CEOGRAPHICAL 10. ANNUAL ACCUMULAT ION
O OTHER({SPECIFY)

O OTHER(SPECLIFY]) D FILE DRAWER(S)

O MICROFILM REEL(S)
RUNBER O COMPUTER TAPE(S)

O oTHER(SPECIEY)
Y+ pFiLE 18 USED 12. FiLE BECOMES INACTIVE ‘AFTER
toa o o
' DAILY D wEEKLY O MONTHLY MGNTH(SI YEAR(B)
RUREER ,

3. CURRENT LOCATION(S} {BLDG.,FLOOR,ROOM) 14. 15 RECORD SERIES DUPL ICATED ELSEFHERE?
]

{s» yzs, sreciry raoency on orrice) ;
O vyeEs O NO / .

'

8+« ACCESS RESTRICTIONS (o] YES a NO 16. AUDIT mm'mB- e L R A ST

- By A wycwa ey oo L » o
{1r yes, civx LAw(s) & recuLaTIONIS)
' .

OnNoME O STATE O FEDERAL O INDEPENDENT

IS AN .INDEX SYSTEM USED!? :
Lir ves.mreain 18. RECOMMENDED RETENT ION
BRIRPFLY AND DESCRIBE ANY HARDRARE/ BOFTIARS,

) X Retain three years, then deStroy.

r Y:sit: NO
. ‘: AND TITLE OF mzPAnzn 20. TELEPHONE NUMBER 21. DATE
Donald J. Tunnell
Clerk -Typist III" 222-1722 May 11, 1993

DGS 380-4 (REVISED 2/87)

Fig. 7




“-TYPE OR PRINT A DEFARTMENT OF CENERAL SERVICES

75 FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION FAGENCY RECORDS "INVENTORY

SED RECORD SERIES. FORWARD 7273 WATERLOO ROAD

TH RECORDS RETENTION SCHEDULE P.O. BOX 278 PAGE / or /
DGS 350-1) : - JESSUP, MARYLAND 20794 -
1. DEFARTMENT/AGENCY 2. Dlvision

3. WNIT

_.\Eonnel Administration

DEFINIT]ON-RECORD ERIEBOA OROUP OF RELATED RECONDE NOMMALLY FILRED
REFERENCE AS RELL AS RETENTION AND DISPOS

4. RECORD SERIES TITLE )

AND USED AS A UNIT FOR
iTION PURFORER

Standards | % EARLIEST YEAR/LATEET YEAR
Exams/Interviews/Background Investigations/Medical TO

' mcom SERIES DEBCRIFTION ‘IRIIFLY DESCRIERR THE TYPrEs orF lNFOMT'O"/DO:MNTl/FORﬂB FOUND

' ‘IN THE SERIES. . INCLUDE THE PFURPOSBE OR FUNCTION OF THE SEFIES|
' ¢

Exam $core sheets; Interview score sheets; Background investigation documents;
and ipdependent studies of medical standards for public safety personnel.

Includes proposals, briefings, contracts, consent decrees, and medical standards
of ot@er jurisdictions.

|

”~r

7. RECORD, SERIES FORMAT(S) 8. RECORD SERIEB BEQUENCE ?. VOLUME
O LETTER Si1zE O MICROFILM O ALPHABETICAL O FILE DRAWER(S)
) D MICROFILM REEL(S)
O LEGAL SI1ZE 0O cCoMFUTER TAPE 0 NUMERICAL O COMPUTER TAPE(S)
RUnEER o R(SPECIFY
O BouND BOOK O FLOPPY DISK U CHRONOLOGICAL . OTHER( !
u"'m: APE O APE O GEOCRAPHICAL
T vinEo ¥ = ! 10. ANNUAL ACCUMULATION
O OTHER(SPECIFY) O oTHER(SBPECIFY) O FILE DRAYER(S)
‘ O MICROFILM REEL(S)
RUNERR U COMPUTER TAPE(S)
O oyHER(SPECIEY)
'« riLE 183 usED 12. piLE BECOMES INACTIVE AFTER
! o
' DAILY 0 wEEKLY O MONTHLY O MoNTH(S8) O YEAR(B)
RURBER

3. CURRENT LOCATION{S) {BLDG.,FLOOR,ROOM) 14. 18 RECORD SERIES DUPLICATED ELSE¥HERE?
]

{ir vyen, sreciry roency or orrice)
O vYEs O NO

8. ACCESS RESTRICTIONS O YES O NO

{1r yms, civx LAw(8) & RrouLATION(SB)
‘ .

16, AUDIT REQUIREMENTS

ONoNE O STATE O FEDERAL O INDEPENDENT

7. 18 AN INDEX SYSTEM USED? (i .
y Lir yes.eriam 18. RECOMMENDED RETENT JON
BRIKFLY AKD DRSCRIRE ANY HARDRARE/BOFTWARK )

Retain for/@ years, then destroy.

tﬂ Y:Bi 0 No

. -

. AND TITLE OF PREPARER | 20. TELEPHONE NUMEER " ar. pare

Donald J. Tunnell

Clerk-Typist III* 222-1722 May 11, 1993

DCS $30-4 (REVISED 2/67)

' ‘ Fig. 7 L ]




e = — —— ]
-=-TYPE OR PRINT A

TE, FORM FOR EACH NEW OR °
5ED RECORD SERIES. FORWARD
TH RECORDS RETENTION SCHEDULE

DEFARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

-

FAGENCY RECORDS "INVENTORY

__‘lrsonnel

P.O. POX 279 PAGE / or /
DGS 330-1 ) . JESSUP, MARYLAND 20794
1. DEFARTMENT/AGENCY 2. pIvision 3. wuT

Administration

SEF INITION -RECORD SERIEB-A OROUP OF ARLATED AKCONDS NOMRMALLY FILED
ARFERENCE AS WELL AS RETENTION AND DISPFOS

AND USED AS A UNIT PFOR

. RECORD SERIES TITLE =~ '

Reallocations/Job Descriptions

1TION PURFORESR

8. EARLIEST YEAR/LATEST YEAR
Yo

! ‘N THE SERIES.

. Inforjpation pertaining to job audits.
catiohs by fiscal year-.

5. IECORD SERIES DESCRIPTION ‘Iﬂll"l.'f DEBSCRIBE THE TYPES OF INFOMTION/DOCMNTI/FORNS FOUND

job reclassifications,

INCLUDE THE PURPOBE OR FUNCTION OF THK Il"l!!‘

and position reallo-

+ RECORD, SERIES FORMAT(S)
LETTER Si1ZE O MICROFILM
LEGAL SI1ZE D COMFUTER TAPE
BOWND BoOK O FLOPPY DISK

A‘I'O'put O VIDEO TAPE
OTHER( SPECIFY)

0o oo g

8. RECORD SERIES SEQUENCE ,.
O ALPHAEETICAL
O NUMERICAL
0 CHRONOLOGICAL,
O GEOGRAFPHICAL

O OTHER(SPECIFY)

YOLUME

O FILE DRAWER(S5)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)

RUWSER g OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

O FILE DRAWER(S)
O MICROFILM REEL(S]}

RUNERR O COMPUTER TAPE(S)

'« pFiLE 18 usED

! 0 patLy 0 wEEKLY 0O monTHLY

0 oxrER(SPECIFYY
FILE BECOMES INACTIVE AFTER
O monTH(S) !+ .0 YEAR[S)
RURBER

12,

3. CURRENT LOCATION(S} {BLDG.,FLOOR,ROOM)

14. 15 RECORD SERI‘ES DUPLICATED ELSEYHERE ?

{sr vyea, sreciry raency on orrice)
g vyes DNQ

$. ACCEES RESTRICTIONS 0 ves 0 No

(1" yes, ciTx LAw({s) & nxauLATION|B)
{ «

18, AUDIT REGUIREMENTS, * ' % '

oY Ny

ONOMNE O STATE O FEDERAL O INDEPENDENT

1B AN INDEX SYSTEM USED? (1r vas.®PrLAtN
BRIRFLY AND DEECRIBE ANY HAROWARE/ BOFrYWARK )

OvyEs: O nNO

|
I

18. RECOMMENDED RETENT |ON

Retain in work areafive years, transfer
to Records Center for ten years, WWER-

SmEmes AMIcRIFILm b RETRIL Ll
= 10 YERRS, THeN 4 &STDY.
. |. .
2. .2 AND TITLE OF PREPA!ER N 20, TELEPHONE NUMBER B 21. DATE .
Donald J. Tunnell
Clerk Typist T7TT 222-1722 May 11, 1993

DGS $80-4 {REVISED 2/87)

Fig. 7




--TYPE OR PRINT A
T8, FORM FOR EACH NEW OR
SED RECORD SERIES. FORWARD

DEFARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVIBION

3 e - T‘W
FAGENCY RECORDS "INVENTORY

7275 WATERLOO ROAD
TH RECORDS RETENTION SCHEDULE P.O. BOX 278 PAGE [ or /
DGS 880-¢) . JESSUP, MARYLAND 20704
1. DEFARTMENT/AGENCY 2. pIvision 3. wNIT
__‘Esonnel Administration

SEFINITION-RECORD stRies-” onovVP

OF ARLATED RECONRDS

§. RECORD SERIES TITLE
Union Negotiations

HOMMALLY PFILED
RAEXFERENCE AS WELL AS RETENTION AND DISPOS

AND USED AS A UNIT POR
{TION PURPOAES

5. EARLIEST YEAR/LATEST YEAR
TO

b
|
i
!
l
l
;

THE SERIES.

$. RECORD SERIES DEBCRIFTION ‘.RIIFLY DESCRIBE THE TYPES OF INFOMTIONIDOCMNTB/'OR’CS FrouND
INCLUDE THE PURPFPOBE OR FUNCTION OF THK BEFTIES

Previbus and current year's negotiation papers and contracts.

7. RECORD, SERIES FORMAT(S)

8. RECORD SERIEB BEQUENCE

O FILE DRAVER(S)
O MICROFILM REEL(S)
0O COMPUTER TAPE(S)
O OTHER({SPECIFY)

ANNUAL ACCUMULAT 10N

O FILE DRAYER(S)

O MICROFILM REEL(S)
RGAEPR O COMPUTER TAPE(S)

0 oTHER(SPECIFY)

. VOLUME
o I-BTIER‘BIZE O MICROFILM O ALPHAEETICAL
O LEGAL BIZE D COMFUTER TAPE 0 NUMERICAL

RUMBER
O pounD BOOK U rLOPPY DIBK O cHRONOLOGICAL, .
a ‘lo TAPE O VIDED TAFE O GEOGRAPHICAL t0.
0 OTHER(SPECIFY) O OTHER(SPECIFY)
't rFiLE 18 usED 12. FILE BECOMES INACTIVE AFTER
! 0 patLy 0 vEEXLY O MONTHLY ROWEEN O MONTH(S)

0O YEAR(SB)

]

3. CURRENT LOCATION{E) |BLDG,,FLOOR, ROOM)

14. 15 -RECORD SERIES DUPLICATED ELSEYHERE?

(sr vea, sreciry roency on orrice)
O yEB O NO

o] yzsi 0O pNo

BRIRPFLY AND DESCRIBE ANY HANRDRWARE/sOrvwAmrk )

8. ACCESS RESTRICTIONS OYyEs O nNoO 18. AUDIT REQUIREMENTS
1P yes, ciTE LAw(s) & REauLATION(S)
t i - O NoNE U STATE O FEDERAL O INDEPENDENT
7. 18 AN INDEX SYSTEM USED? | .
y Lir ves.orean 18. RECOMMENDED RETENT ION

Retain 2 rounds of negotiations
(previous and current) for 2 years,
then destroy.

Contracts are to

. be retained PAILRARGREIYe /Oyear;’
el Hhen dlestroy. (494) é
n.‘xmn‘n.: OF prEPARER | 20. TELEPHONE NuMEER 0 21. pavE - 7
Donald J. Tunnell
Clerk. Typist IIT 222-1722 May 11, 1993
DGS 380-4 {REVISED 2/87)
' ' Fig. 7




-<TYPE OR PRINT A
_AAYE, FOPM FOR EACH NEW OR -
£ED RECORD SERIES.

DEFARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

- -

FAGENCY RECORDS *INVENTURY

. FORWARD 7278 WATERLOO ROAD

TH RECORDS RETENTION SCHEDULE P.O. BOX 2175 PAGE / or /
DGS 8804 ) - JESSUP, MARYLAND 20704
1« DEFARTMENT /AGENCY 2. plvision 3. WNIT

‘sonnel Administration

SEF IN1T 108 - RECORD m.EB.A CGROUP OF RELATED RECORDE NOMRALLY FILED

. RECORD SERIES TITLE

Time Sheets

RARFERENCE AS WELL AS RETENTION AND DINPOS

AND USKD AS A UNIT POR
ITION PURPOSER

5. EARLIEST YEAR/LATEST YEAR
TO

Record$

INCLUDR THE

time and attendance.

I FECORD SERIES DESCRIPTION ‘IHIIPLY DESCRIBE THE TYres or lNFOMTIﬁNIDOCMNT!/FOmB FOUND
1 ‘tN THE SERIES.,

PURPOSBE OR FUNCTION OF THEK ll"l!s‘

'« RECORD, SERIES FORMAT(S|

o LETTER‘SIZE D MicRorILM

D LEGAL SIXE D COMFUTER TAPE
O BOUND BOOK O FLOPPY DISK
C"'.n:?mrz D VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD BERIES BEQUENCE
O ALPHABRETICAL
0 NUMERICAL
0 cHroroLOGLCAL,
O GEOGRAPHICAL

O OTHER(SPECIFrY)

9. VOLUME

O FILE DRAWER(S)
O MICROFIWM REEL(S)
O COMPUTER TAPE(S)

L

10. ANNUAL ACCUMULAT ION

O FILE DRAWER{S)
D MICROFILM REEL(S)
'RUGNBER O COMPUTER TAPE(S)

O orHER(SPECIFYY

de FiLE 1S USED 12. piLE BECOMES INACTIVE AFTER
t o
' DAILY O WEEKLY O MONTHLY O MONTH(S) O YEAR(B)
RUPBER :
3. CURRENT LOCATION(S} (BLDG.,FLOOR,ROOM) 14. 18 RECORD SBERIES DUPLICATED ELSEWHERE?
' {ir vyea, sreciry raency on orrice)
OvyeEs QO nNO
$. ACCEES RESTRICTIONS OvYyES O pno 16. AUDIT REQUIREMENTS
{1r yms, cive rawis) & rREauLaTION(S) ‘
{ . OpnNoME O STATE O rEDERAL ' O INDEPENDENT
7. 18 AN INDEX SYSTEM USED1? .
¢ Lir yes.ereamm 18. RECOMMENDED RETENT ION
BRIRFLY ANKD DRECRIBE ANY HANDRARE/BOFTWARK) )
. . Retain 2 years, then destroy.
rivzsil! NO
. te ¢

’. .:: AND TITLE OF PREPARER

Donald J. Tunnell
Clerk.Typist III:

e

20, TELEPHONE NUMBER

222-1722

21. DATE

May 11, 1993

DGS $80-4 (REVISED 2/87)

|

Fig. 7




~«TTYFE OR PRINT A DEFARTMENT OF GEMNERAL SERVICES ‘r y Y \’.
5, FORM FOR EACH NEW OR ° RECORDS MANAGEMENT DIVISION FAGENCY RECORDS INVENTURY
SED RECORD SERIES, FORWARD 7275 WATERLOO ROAD
,f'ru RECORDS RETENTION SCHEDULE P.O. BOX 278 PAGE / or /
/DGS 3804 ) . JESSUP, MARYLAND 20704
1+ DEFARTMENT/AGENCY 2. DIViSiOon 3. WNIT
‘sonnel Administration

JEF INIT i ON - RECORD mlﬂs-‘ OGROUP OF RELATED RECORDES NOMMALLY FILED

AND URED AB A UNIT FOR

i, RECORD SERIES TITLE )
Meeting Minutes

REFERENCE AS WELL AP RETENTION AND DINFOS

1TION PURCORES

5. EARLIEST YEAR/LATEST YEAR
TO

) ‘tN THE SERIES.

Minut

« e P o Y S A - JUENGEON ¢ WOWESS

5o mcom SERIES DESBCRIPTION (IRIIFLY DRBCRIBRE THE TYPFPES OF INFOMTION[DOCMNTI/PORNO rount

s of various meetings - departmental, committees and county-wide.

INCLUDE THE PURPFPOSE OR PUNCTION OF THK .l""l!ll

"+ RECORD, SERIES FORMAT(S) s.
o LETTER SI1ZE O MmicroriLM

D LEGAL SIZE 0O COMFUTER TAPE
O pouD book O FLOPPY DISK

UI‘I’O'pUE O VIDEO TAPE
O OTHER(| SPECIFY)

RECORD SERIEB BEQUENCE ”,
O ALPHABETICAL
O NUMERICAL
O cHRONOLOGICAL
O GEOGRAPHICAL

O OTHER(SPECIFY)

VOLUME

D FILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAFE(S)

RUWBER OTHER({SPECIFY)

10. ANNUAL ACCUMULATION

O FILE DRAWER(S)
O MICROFILM REEL(S)

KRUGHMERER O COMPUTER TAFPE(S)

O oTHER(SPECIFY)

s

FILE IS USED 12. piLE BECOMES INACTIVE AFTER
! o ~~~:b~ ond . s rn. v s
» O panLy 0 wEEKLY D MONTHLY RUREEX monTH(S) O YEAR(E)
i N e Yarg
3. CURRENT LOCATION({S) (BLDG.,FLOOR,ROCM) 14. 15 RECORD SERIES DUPL ICATED ELSE¥HERE!

fir yes, sreciry jaency LOn orrlc!)
O vyEs n NO

8. ACCEESS RESTRICTIONS O vyeS O no

(P yms, ci1Tx LAW({S) & rREauLATIONIS)
' .

AUDIT REQUIREMENTS

F 1% ~;,‘l ;’.\.

KT S v'

ONoNE O sTATE O FEDERAI; ‘O i NDEPENDENT

7. I8 AN . INDEX SYSTEM USED? {1y ves.m):PLAIN
BRIRFLY AKD DESCRIRE ANY HANDRARE/BOFTWARK )

!Jvtsil: NO

L

. ety s

18. RECOMMENDED RETENT JON

Retain permanently. Periodically
transfer to Md State Archives.

. I" ot .
1:1'ILTAND‘TPHJ:°F PREPARER

Donald J. Tunnell
Clerk. Typist III

TELEPHONE NUMBER

222-1722

21. DATE

May 11, 1993

DGS S80-4 (REVIEED 2/87)

Fig. 7




s--TYPE OR PRINT A DEFARTMENT OF GEMERAL SERVICES

= FORM FOR EACH NEW OR ° RECORDS MANAGEMENT DIV 1SION FAGENCY RECORDS YINVENTURY
£ED RECORD SERIES. FORWARD 7278 WATERLOO ROAD

TH RECORDS RETENTION SCHEDWULE P.O. BOX 278 PAGE / or /
DGS 380-1) - JESSUP, MARYLAND 20704 -

-

1. DEFARTMENT/AGENCY 2. DIVISION s, WNIT
‘sonnel Administration

)EFINITIGC-RBCORD BERIEB-“ GROUP OF RELATED RECONDS NOMAALLY FILED
NREFERENCE AS TELL AS ﬂ!‘l’!ﬂf TON AND D ! sros
¢. RECORD SERIES TITLE ’ ’

Policies and Procedures

AND USED AS A UNIT FOR
1T1ON PURFPOAES

5. EARLIEST YEAR/LATEST YEAR
TO

. mcom SERIES DEBCRIPTION ‘.Hlll’l.f DEXSCRIBEE THE TYrEs or lNPOMTION/DbCMNTS/'OmS FOUND

' N THE SERIES. INCLUDK THE PFURPOSE OR FUNCTION OF THK saries)

Contallns copies of established policies and procedures of departments and agencies
countyr+wide; also p011c1es and procedures of State that are sentigent with the

operattion of county government. canhnden'l‘
]
T
Te chom.‘ SERIES FORMAT(S ) 8. RECORD SERIEB SEQUENCE 9. VOLUME
o LE‘ITER‘BIZE O MICROFILM 0 ALFHAEETICAL O FILE DRAWER(S)

o O MICROFILM REEL(S)
LEGAL 812 U COMFUTER TAPE D COMPUTER TAFE(S)
; NUMBER :

O CHRONOLOGICAL . D oTHER(SPECIFY)

° @0 1 © :
10 TAPE VIDEO TAPE GEOGRAPHICAL 10. ANNUAL ACCUMULAT ION
O OTHER(SPECIFY) 0 oTHER(BPECIFY) O FILE DRAWER(S)

O MICROFILM REEL(S)
RURGER U COMPUTER TAPE(S|

O NUMERICAL
O pounD BOOK U FLOPPY DIESK

O oTHER(SPECIFY )
‘e piLE 1S USED 12. piLE BECOMES INACTIVE AFTER
! o a n)
: DAILY 0 wEEKLY D MONTHLY MONTH( S8} YEAR(S8 ]
RURBEN
3. CURRENT LOCATION(S] (BLDG.,FLOOR, ROOM) 14. 18 RECORD SERIES DUPLICATED ELSEWHERE T
)

(1" yea, sreciry raency on orrice)
O vyEs 0O NO

8. ACCESS RESTRICTIONS O yes O NOo

(1" yms, c1Tx LAW|S) & REGuLATIONIS)
' .

16. AUDIT REQUIREMENTS

O NoNE O STATE O FEDERAL O INDEPENDENT

‘18 AN INDEX SYSTEM USED? (3 . e
N {1r vas.©rramn 18. RECOMMENDED RETENTION - - . \
BRIRPLY ANKD DESCRIBRE ANY HANDWARE/BOFTRARK )

. Retain permanentlyi.,’ ‘Perlbdlcally
transfer to Md State Archives.

L

’ \

[ o i

L PRI o §
. . [T A ‘

nmsia NO

. N ; L TSR L Faish)
’. AND TITLE OF PREPARER | 20. TELEPHONE NUMBER 21. DATE
Donald J. Tunnell
Clerk. Typist IIT 222~1722 May 11, 1993

DCS $80-4 (REVISED 2/87)

Fig. 7




"TY”& OR PRINT A DEFARTMENT OF CENERAL SERVICES I . ) 3
v, A" FOrM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION FAGENCY RECORDS "INVENTURY
£ED RECORD SERIES. FORWARD 7278 WATERLOO ROAD
jTH RECORDS RETENTION SCHEDULE P.0. BOX 2789 PACE [ or ,/
DGS 880-1) . JESSUP, MARYLAND 20794
1. DEFARTMENT/AGENCY 2. DIVISION 3. wuT
‘_‘sonnel Administration Unemployment

DEF INITION-RECORD stRiEs-» 2"OVP

OF RELATED RECORDD
REFERENCE AS EELL AS RETENTION AND DISFrOS

NOPFMALLY FILRD AND USED AS A UNIT PFOR

4. RECORD BERIES TITLE = . )

Unemployment Insurance

L1ILON PURPORESR

5. EARLIEST YEAR/LATEST YEAR
TO

| : ‘IN THE SERIES.

.Contai
insurdgnce.

s Rgcoﬂn SERIES DESCRIFTION ‘-nlnruv DESCRIBR THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND

ns documents and forms related to the process of filing for unemployment
Lists decisions and outcome of unemployment insurance requests.

INCLUDE THE PURFOSE OR PUNCTION OF THKX SEfTiES |

7. RECORD, SERIES FORMAT(S) s.
L: LETTER'BIZE O MicROFILM

0 LEGAL B81ZE 0O COMFUTER TAFPE 0 NUMERICAL
O pouND BooK O FLOPPY DISK

lJ‘l'H’TIPE O VIDEO TAPE

O OTHER(SPECIFY)

RECORD SERIES BEQUENCE e,

X ALPHABETICAL

O cHRONOLOGICAL,
0 GEOGRAPHICAL

O OTHER(SPECIFY)

VOLUME

O FILE DRAWER(S)
0 MICROFILM REEL(S)
0O COMPUTER TAFE(S)

ROBER o orpep(sPEciFY)
File Cartons

ANNUAL, ACCUMULAT ION

D FILE DRAWER(S)
O MICROFILM REEL(S)

RONGER U COMPUTER TAPE(S)

O crHER(SPECIFYY

BNRIRFLY AND DRSCRIBE ANY HARDRARE/SOFTRARK )

) YEB‘ o no

0

FILE 1S USED 12. rILE BECOMES INACTIVE AFTER
! o pay 0 wEEKLY R MONTHLY O MoNTH(S) O YEAR(B)
RURBER
13, CURRENT LOCATION{S} {BLDG.,FLOCR,ROOM) 14. 18 RECORD SERIES DUPL ICATED ELSEWHERE?
) {1r y&s, sereciry raency on orrtcz)
g vyEs 0O no :
IS+ ACCESS RESTRICTIONS CYES O no 16. AUDIT REQUIREMENTS
{ir ys, ciTe LAWlS®) & REouLATION(S]) Co . .
[ . ONoNE O STATE 0O FEDERAL 0O INDEPEMNDENT
!7+ I8 AN INDEX SYSTEM USED? :
* Lir yes.mxriain 18. RECOMMENDED RETENT ION

Retain 2 years after benefits exhausted

‘ja$7$137‘ ?

.. AND TITLE OF PREPARER

20, TELEPHONE NUMEER 21. DATE
Donald J. Tunnell
Clerk. Typist IIT 222-1722 May 11, 1993
DGS 380-4 (REVISED 2/87)
' Fig. 7




-+TYPE OR PRINT A

V', FOFM FOR EACH NEW OR
£ED RECORD SERIES, FORWARD
fTH RECORDS RETENTION SCHEDULE

DEFARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

.-

£ AGENCY RECORDS* TNVENTORY

7278 WATERLOO ROAD

P.O. BOX 273 PAGE /! or /
DGS 3B0-1) . . JESSUP, MARYLAND 20704
1. DEFARTMENT/AGENCY 2. DIVISION 3. WNIT
‘rsonnel Administration

JEFINITION-RECORD SERIES .A GROUP OF ARLATED RECORDS NOMNMRALLY FILED

AND URSED AS

§. RECORD SERIES TITLE

Deceased Employee Files

REFERENCE AS BELL AS RETENTION AND al!:gﬁLILQH_znnznnzn

5. EARLIEST

A UNIT FrOR

YEAR/LATEST YEAR
TO

Count

;
!
|
B

INCLUDE THE PURPOSE OR FUNC

' RECOHD SERIES DEBCRIPTION (-RIII'LT DESCRIBE THE TYres or INFOMTION/DOCMN?I/POM FOUND
) ‘N THE SERIES.

TION OF THEK sErIES |

. Persohnel files of employees who deceased while under employment with the

7. RECORD, SERIES FORMAT(S)

o LETTER'BIZE D MicROFILM

O LrGaL S1ZE U COMFUTER TAPE

O poup BOOK O FLOPPY DISK
IO'put O VIDEO TAPE

O OTHER{SPECIFY)

8. RECORD BERIEB BEQUENCE

FILE DRAWER(S)
MICROF ILM REEL(S)
COMPUTER TAPE(S)
OTHER(SPECIFY)

. VOLUME

O ALPHABETICAL g

O NUMERICAL o
EWB!R o

0 CHRONOLOGICAL,

O GEOCRAPHICAL ‘0

D OTHER({SBPECIFY) .0
0

ROMGER O
o

ANNUAL ACCUMULAT 10N
.FILE DRAWER(S)

MICROF ILM REEL(S)
COMPUTER TAPE(S)

HER(SPECIFY)

)

(ir ven, lP!ClPY raency
O vyes tino i Rk

FILE 1S USED 2. FILE BECOMES INACTIVE AFTER .- - .
e K -
» DAILY D wEEKLY D MONTHLY 0 moNTH(S) ' 0 YEAR(BI .
RURBER ML :
Y
13. CURRENT LOCATION(S) [BLDG.,FLOOR, ROOM) 14,

18 ‘RECORD BERIES DUPL ICATED ELSEII*EFE'

on orrtcnl

'w

I18. ACCEES RESTRICTIONS

O ves
{sr yxs, ciTe LAW({®)} & reauLATION|SB) }

g
)

O NO AUDIT REQUIREMENTS

K {n,h bt

N
FENEITIOS L ¥
RSN -
s et e

oy =T

O NoNE O STATE (-} FEDERAL 0D INDEPENDENT

124

OvyES' O NO

!...'i

18 AN [INDEX SYSTEM USED?T (tp vas.zyrLAaty
BRIRFLY ARND DESCRIRBE ANY NA“B‘AR:I.O"'AR"

18. RECOMMENDED RETENT ION

Retain 15 years then destroy.

Donald J. Tunnell
Clerk Typist IIl

¢ c te® <t ' '
:.'u‘x AND TITLE OF PREPARER

20. TELEPHONE NUMBER

21. DATE

222-1722

May 11,

1993

DCS $80-4 (REVISED 2/87)

Fig. 7




